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AASIS Support Center website

To access AASIS Support Center web
site, go to
http://www.arkansas.gov/dfa/aasis
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AASIS Support Center website

Arkansas.gov Online Services | Privacy | Accessibility | Security  |#5}

n In Arkansas Department of Finance & Administration

AASIS Support Center (ASC) @
[ bFA Home | [ oFa offices | [ oFa online | [ Favorites | [ Taxes | [ Business | [ child support | [ venicies | [ state Empioyee services | ‘
ASC Search About the AASIS Support Center =y
The AASIS Support Center (ASC), an Office of the DFA WManagement Services Division, is Priniable
= responsible for ensuring the AASIS and PBAS systems comply with and support policies and
procedures promulgated by the DFA Offices of Budget, Personnel Management, Accounting,
+ = Expandable Menus State Procurement, and the Division of Employee Benefits ‘
ASC Home On behalf of the Department, the ASC provides user support and training for approximately
+ Overview i 30,000 state employees and over 200 state Agencies, Boards and Commissions
+ Communications AASIS: Arkansas Administrstive Statewide Information System
+ESS
+FAQs AASIS Tutorials
IR Quick and Easy Tips
+ Security
+ Useful Links
+ Functional Areas ASC General Information -
+ Agencies Announcements
* PBAS System Alerts [Hiu]
Web Sit
*\Wweb Site Forms mm
PBAS - Planning, Budgeting, and Administrative System
Fiscal Year End 2005 Materials
ASC Newsletters
SAP GUI Patch 57 | October, 2005
=
& £ Internet
84
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AASIS Support Center (ASC) provides support and training for approximately
30,000 state employees and over 200 state Agencies.

The ASC website allows you to stay informed through system alerts,
newsletters, and updates as they occur. You will also find training information,
forms, employee self service, useful links, and much, much more.
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Employee Self Service (ESS)

| bFa Home | [pFa offices | [DFa online | [Favorites | [Taxes | [Bu
AASIS Home
+ Overview Welcome

Since implementation in 2001, AASIS, the Atkansas Administrative Statewide Information System, Printable
has changed the way Arkansas conducts business and is being utilized for Financial Management, version
Huran Capital (HRY Management, and Materials Management for most state agencies. As a part

ofthe Arkansas Department of Finance and Administration, the A8SIS Support Center is here to @

help you. This site was designed in an effort 1o enhance your knowledge and technical expertise of
IS, offer instruction, research, and assistance with the systern in order to assist State agencies Ldobe
1 in today's ever changing world. Please take a moment to 1ook around. ITyou can't fing

| please 18t us know

On-Line S
Description

Link

Production Weh GUT [vEE]

Employee Self Senvice (| mES = DDE

AASIS Support Centq Fill In Fill In
Click on ‘ESS’ to access s

General Informat the AASIS on-line System_ . R

Deserl Link iy

Training Calendar 01 Site

Courseware

BFPs

Announcements

Systermn Alerts

8-5
08/06 DiAnnette Scott Employee Self Service

Employee Self Service (ESS) provides employees with individual access to the
following:

*Pay statements
*Enrolled Benefit Plans
L eave/Sick time accumulations

*Personal information (i.e. Address, emergency contact)



An AASIS Training Guide-AOBN AASIS Overview and Basic Navigation

Employee Self Service (ESS)

n- In Arkansas Department of Finance & Administration

Arkansas Administrative Statewide Information System

‘ [FA Home | |DFA Offices | |DFA Online ‘ Favorites | Taxes |Business | |Chi|{| Support | ‘ Vehicles | |9tate Employee Services |
AASIS Home
+ Overview Welcome
+ Communications  Since implemantation in 2001, AASIS, the Arkansas Administrative Statewide Information System, i;rlntﬁh\e
+ESS has changed the way Arkansas conducts business and is being utilized for Financial Management, R
Link to ESS Human Capital (HR) Management, and Materials Management far most etate agencies. As a part
Security & he Arkansas Department of Finance and Administration, the AASIS Support Centeris here to l@
psaward hel iz site was degigned in an effort to enhance your knowledge and technical expetise of Get
:;'l:(i:i::i'::s AASIS, offel n, research, and assistance with the system in order io assist State agencies ég:é’:r
Error Messages to function in toda ing world. Please take a mamentto look around. Ifyou can'tfind
Contact AASIS what you need, please le ieh Fage
+FAQ
= iord Dioc
+Leamning AASIS  On-Line Services ooc
A an A
+Accessibilty  Description Click on ‘Link to ESS’ Link P
+Useful Links Praduction Wek GUI Juvee] #dabs POF
+Runctional AMeas ey e gelf genice (E55) = o
+ Agencies Fil In Doc
AASIS Support Center Help Desk Fill In Fill In
Excel File
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Employee Self Service (ESS)

ITS System Information E"ﬂ‘ of

Please log on to the SAP System

Sevice ) NOTE: You will need an AASIS
Login password to access ESS.

Passwod: | If you do not have a password, call the
e Enish AASIS Help Desk at 501.683.2255.

Accessihilty: []

87
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Employee Self Service (ESS)

TS System Information

Please log on to the SAP System

1. Enter Login —
Sevice:  pamd Username

Lagin AKANDERSON
2. Enter 8-digit
Password: — eeveennee Password

Language:  English Note: English
Accessibity: [] should default

3. Click ‘Logon’

8-8
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Employee Self Service (ESS)
- Qui - Help

ESS Wekorre |Amy K Anderson |
WV  mARE
F  &OER

b Warking Time
b Benefts Friday, 01/14/2005

b Payment
b PersonalInformation

System messages

L PRIV iad DA NNNC ot

The ESS Welcome Screen is displayed.

You can view your Leave information, Benefits, Paycheck inquiry
and Personal Information by making selections from this screen.
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Employee Self Service (ESS)

B =y 25

Exit First Open Close
Page All All

ESS Icons:
Exit: Exits from the current link
First Page: Takes the user to the Home page

Open All: Expands all of the available options

Close All: Closes all of the available options
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Employee Self Service (ESS)

' ROZH
< Working Time
Friday, 01142005

stem m
Change in FWH tax calc for pay period 01,2005.f emp refro's fo
(01,2005 in payroll sim taxwill recalculate showing a Difference from
previous' on remuneration statement
Future Time Evaluation is allowed to 1/15/05 for early payroll
cessing due to the holiday on 1/17/05.

Click ‘Working Time’ to view
Display Leave Information
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Employee Self Service (ESS)

7 Angestellt-SelbstcService - Microsoft Internet Explorer

Quit Help

Display Time Accounts

I RO

<2 ‘Working Tirme
Display Leave Information
[» Benefits

[» Payment

[» Personal Information

i Al types

| Annual Leave

Display as of

120972003

Display

Time account Deductible to Entitlierment Used Planned + approved Available
Annual Leave 12i31/9939 E74.00 420,00 | 0.00 254.00
Sick Leave 12i31/9989 34575 13325 | 0.00 212.50
Haoliday Leave 12i31/9939 16.00 8.00 0.00 82.00
Employee Birthday 12i31/9989 24.00 16.00 0.00 82.00
Catastrophic Leave 12/31/9959 0.00 0.00 0.00 0.00

View Time Account information for Annual,

Sick, Holiday, Birthday, and Catastrophic Leave.

08/06 DiAnnette Scott
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Employee Self Service (ESS)

Microsoft Internet Explorer

Quit Help

Display Time Accounts

A To)-1)
=2 WWarking Time Display as of  12/09/2003
Display Leave Information
SAgHenefiis @ Alimes
EartiC lon Ove rview | Annual Leave hd Display
e Fay
[ PersonININation
Time account Deductible to Entitterment Used Planned + approved Available
‘ Annual Leave 12i31/9999 674.00 42000 | 0.00 254 00
ick Leave 12i31/9999 34575 133.25 | 0.00 21250
\qiLEavE 12/31/9989 16.00 8.00 0.00 8.00
\%ﬁhdav 12i31/9989 24.00 16.00 0.00 8.00
Ca e | 1203148909 0.00 0.00 0.00 0.00

Click ‘Benefits’ to view |was processeu.
Participation Overview

1| |
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Employee Self Service (ESS)

Quit  Help

Benefits - Participation

I DY E

Addition

Click on ‘Cost and contributions’
in order to review Contribution

AASIS Overview and Basic Navigation

al S

7 Warking Time summary
| Display Leave Information | Costs and contributiing | Dependents
7 Benefits

Paricipation Overview Beneficiaries Investments
> Payment

[> Personal Information

View your
employee
Benefits from
this screen by
clicking on any
participation
Plan.

08/06 DiAnnette Scott

Walidity date 12/09/2003 Refresh

Plan

Participation period

Health Advantage HMO

061072001 - 12/31/9993

US Ahle (Basic EE Life ASE)

06/10/2001 - 1243149999

AFERS Mon-Contrib EE 0%JER 10%

02/03/2002 - 12/31/9999

Flex Medical Spending Acct

01/01/2003 - 12/20i2003

Employee Self Service
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Employee Self Service (ESS)

Angestellt-SelbstcSeryi

rosoft Internet Explorer

Quit

Benefits - Participation Overview

Help

i ROEFH

2 Warking Time
Display Leave Information
2 Bensfits
Fadicipation Overview

2 Payment

dditional information

Costs and contributions Dependents

Beneficiaries Imvestments

Paycheck Inguiry
7 Personal Information

View detailed
information on
your Benefit plan
and deductions.

08/06 DiAnnette Scott

4|

Health Advantage HMO
Employee | USD 61.22 | Monthly Pre-tax
US Able (Basic EE Life ASE)

‘ Pre-tax USC 832.00 | 01/01/2003-12/31/2003
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Employee Self Service (ESS)

< orking Time Costs and contributions
Display Leave Information Beneficiaties
7 Benefils
Paticipation Overview
A Payment

etk Inguiry
/ sonal Information

Dependents

Investments

Click ‘Payment’ to

1 H 1 plovee UsDe1.22
view PayCheCk Inqu”y “hle (Basic EE Life ASE)

Ith Advantage HMO

Manthly Pre-tax

Contribution surmm:

Flex Medical Spending Acct
Pre-tax S0 §32.00

01401/2003-12/31/2003
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Employee Self Service (ESS)

3 Angestelit-SelbstcService - Microsoft Internet Explorer

Quit  Help
ESS Remuneration Statement

7 Wiorking Time Selection of payroll results for rermuneration statement display

Display Leave Information

VA HENeNls @& Current payroll results

Participation Overview

e Select the payroll
Paycheck Inquiry © Last payroll results 1 yOU W|Sh to VieW.
[» Personal Information

 Results in period
from 10/26/2003
to 11/08i2003

Note: You have
the option to

display current
payroll results, Display results o |

last payroll results e~

or display results . 1.
in a specified Welcome tiSlick Display results” Jine
period by entering L '

a from and to date. |*. — | i
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Employee Self Service (ESS)

3 Angestellt-SelbstcService - Microsoft Internet Explorer

Help

ESS

Quit

Remuneration Statement

I' ROEF

Paycheck Inguiry

[» Personal Information

¢ Working Time Feriod Fayment Fayroll type Favrall reason
Display Leawe Information 10/1212003-10/25/2003 10/3192003 | Reaular payrall run

7 Benefits

Participation Overview

= Payment

Click ‘Display remuneration statement’
to view results for the selected period.
) |

Select the // — l

Zoom-In = Z '
button to Display reruneration staternent | Mew selection |

display )

full view.

For guestions. Please contact your
Payroll Administrator Patty Custer
at EN1374 9NR4

4 |

Check #
Check Date

Fay Perind I
»

08/06 DiAnnette Scott
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Employee Self Service (ESS)

Z} Angestelit-SelbstcService - Microsoft Internet Explorer

Remuneration Statement

b DER

2 Working Time

Display Leave Information
2 Benefits
Parficipation Overview

~ Payment

Paycheck Inguiry

[ Personal Information

For questions, Please contact your
Payroll Administrator Lee McCoy
at 501324 9064

Amy K Anderson
207 Katie Lee Lane
Pine Bluff, AR 71601

Check # 440243
Check Date: 10-28-:
Pay Period: 10-12-:

EARNINGS WrkHr= CURRENT ¥TD TAXABLE EARNINGS
TX Vithholding Tax
Note: YOU can TX EE Social Secur
. TX EE Medicazre Tax
scroll vertically or State AR
. . _|TX Withholding Tax
horizontally to view PRE-TAX DEDS
Hed-BHO
more payroll CEEPTHS 32.00- 704.00- | —
n ’ XES CURRENT ¥TD
information. FED Pre-Tax Deductions
f Withholding Tax
TX EE Social Security .
7| | [BE
8-19
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Employee Self Service (ESS)

Remuneration Statement

EARNINGS

Regular working time
‘Holiday premium
Vacation Pay
Sick pay

click and choose ‘Select All’.

80.0
00
00

To print Remuneration statement, right

Urklirs

CURRENT
2,576.18

TAXES
FED
TY Uithholding Tax

08/06 DiAnnette Scott

CURRENT

90009

M [TE Vithel
0 [ B e
L e
[T —
704,00 (htercan B
TID
8688

Employee Self Service
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Employee Self Service (ESS)

Remuneration Statement

remuneration stabement

Once page is high
select ‘Print’.

8-21
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Employee Self Service (ESS)

Generall Optigns ~ Layaut | Papelr@uahtyl About |

Pages Per Sheet: |1 >

Choose the Layout tab and select Landscape Orientation.

Select ‘Print’.

Advanced.
Cancel Apply

8-22
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Employee Self Service (ESS)

Remuneration Statement

2 Pay

[Paycheck Inqui
[ Personal Information

Select ‘Print’ to print
Remuneration statement.

08/06 DiAnnette Scott
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Employee Self Service (ESS)

ngestellt-SelbstcSer

rosoft Internet Explorer =10Olx
Quit  Help
ESS Remuneration Statement

i' ROEE

= Working Time Period Payment ... [Payroll type Payroll reason
Display Leave Information 10/122003-10/252003 10/31/2003 |Regular payroll run
7 Benefits

Participation Oweriew
7 Payment

Select ‘New selection’ to view additional
or multiply payroll results L)
|

\ ———
\ D AN
4] N\
Display reruneration staternent Mesw selection
For questions, Please contact your Check #
Payroll Administrator Patty Custer Check Date:

Prw Perdrd (2
4 | L3

8-24
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Employee Self Service (ESS)

V- oo mmommy
A—

Note: For ‘Last payroll [
results’ option, place
the number of payrolls
to be displayed in the
<) Last payron resuits 17 field.

) Resudts in period
fram 0an 42008
o ORITII00S

TSRS for

Display results

Select ‘Last payroll
results’ or ‘Results
in period’ to display
additional payroll
periods.

NVelcome to Reports Online...

Tao start the report. select values for the fields under "Heport ophions'

anil choose the display button

8-25
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Employee Self Service (ESS)

E
| 4 RAODT

ing Timo TSRS for

Lt pinron results 12

) Results in period
fram 0an 42008
n BATIO05

We

me to Reports Online...

e report. select values for the fields under "Beport options'

and choose the display button.

Select ‘Display results’ button.

08/06 DiAnnette Scott Employee Self Service
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Employee Self Service (ESS)

statement

T T Fapoil mason =
OT2005-001 V2005 DONYZ005 Regubar payroll nun

O 72005070005 [PUDS7005 _|Regutar payron nn

OV 005 0TN 62008 OT2NI008 Feguiir payeol un 1] -
T [T e ST Select ‘New selection
L] DERAZ005 Heguiar payrol run

\EOUZ005 fraguar pawol n button tO dISp|ay pay

\RTIE005 _[regaiar payro run

i e ppre results for a specified
period.

Difsgitey reenuneration staérnent [

)

Note: You must choose each individual period and
select the “Display remuneration statement”
button to display each pay result. -

8-27
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Employee Self Service (ESS)

A Angestellt-SelbstcService - Microsoft Internet Explorer -(Oojx

Quit  Help

Remuneration Statement

I B O EL R

7 Working Time Period Payment Payrall type Payroll reason
Digplay Leave Information 101 202003-10/25/2003 10/2172002 |Regular payrall run

<2 Benefits

Patticipation Overview

= Payment

Paycheck Inguiny
D\Fersuma\ Infarmation

il |

\Qisp\ay remuneration staternent | Mew selection

Click ‘Personal Information’ to view —

results for the selected period. sy Dty
- | 2

8-28
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Employee Self Service (ESS)

- Angestellt-SelbstcSeryi rosoft Internet Explorer
Quit  Help

Remuneration Statement

i RO

7 Working Time Period Payment... [Payroll type

Payroll reason

Display Leave Information 1001 2/2003-10425/2003 10/31/2003 |Regular payroll run

2 Benefits

Paricipation Overview

<7 Payment

Paycheck Inquiry

< Personal Infarmation
Addrass

Emergency Address

Emergency Contact

Previous Employers

<

\ay remuneration statement |

MNew selection

N

Click one of the ‘Personal Information’

tab to view information. e i
1 T At NI 4 HITRA Par Perind D
4| _’r
= [ [ [ [ mkemet
8-29

08/06 DiAnnette Scott

Employee Self Service




An AASIS Training Guide-AOBN AASIS Overview and Basic Navigation

Employee Self Service (ESS)

7 Angestellt-selbstcservice - Microsoft Internet Explorer o =]}

ESS Ad\ress: Overview

: ]
b RAOBE Tl
2 Waorking Time Full JAMES T KIRK
Display Leave Information Pi
2 Benefits © et 22222 -
Participation Overview Add -
2 Payment
|Payche:klnqu|rv H H
=7 Personal Information To EXIt ESS’ C“Ck on
SRS the Quit to exit the Ciy
Emeroancy Contael AASIS on-li t JOE A
Previous Employers on- Ine Sys em'
Address
Kl | i
Change Display. | Delete
2l | =il
& [T [ tocernet

8-30
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Training

Arkansas.gov Online Services | Privacy | Accessibility | Security |23}
n 'n Arkansas Department of Finance & Administration
AASIS Support Center (ASC) =z @
| oFa Home | [ oFa offices | [ oFa oniine | [ Faverites | [ Taxes | [ susiness | [ chitd support | [ venicies | | state Empioyee services | ‘
ASC Search About the AASIS Support Center
The AASIS Support Center (ASC), an Office of the DFA WManagement Services Division, is Erintacie
= responsible for ensuring the AASIS and PBAS systems comply with and support policies and
procedures promulgated by the DFA Offices of Budget, Personnel Management, Accounting, =
Ty State Procurement, and the Division of Employee Benefits E
ASCH S
TS on behalf of the Department, the ASC provides user suppert and training for approximately e
SR 30,000 state employess and over 200 stale Agencies, Boards and Commissions
+ Communications AASIS Asansas Administrative Statewide Information System
+ESS
SR AASIS Tutorials ‘
e Quick and Easy Tips
General Train RTF
Info ‘Adobe PDF |
Classroom " [~oF] P
Directions al Information Fill In Doz
Reference Manuals Annound Fill In
Courseware System Alerts Excal File
Calendar & PowerPoint
Enroliment Forms Lo il
BPPs peas-pamnil Click ‘Traini ¢ Data Fie
8 ick on ‘Training’ to access
ecurity Fiscal Year Enj inf . Bl
+ Useful Links J
ASC Newslett] . il
e e ewsiesf COUrse information mn
+ Agencies SAP GUI [l
1 .omac =
< — e — Il ]
& #® Internet
8-31
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AASIS offers a range of instructional resources which includes online
courseware, “hands-on” training classes, and extensive online resources to
support independent study.

Classroom locations and directions can also be accessed through our ASC
website.
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Training

n In Arkansas Department of Finance & Administration

AASIS Support Center (ASC) @@

AASIS Modules, Courseware, & Tutorials

Course Module: Overview Courses

Geto
Course Courseware
Waiting  C2USS  course Titie
weait Code Link.
=] AOBN AASIS Overview and Basic Navigation
Course Module: Reporting
Geton  cCourse Courseware
Waiting List  Code Link
= FIREPT FI Reporting [ S
& APERS Reftirement Reconciliation Report
Course Module: Planning, Budgeting and Administrative System
Geton Course oo Courseware
Waiting List  Code Link
Planning, Budgeting and Administrative System,
= PBAS PBAS Reporting, and Annual Operations Plan
Planning, Budgeting and Administrative System,
= PBASES  pienium Budget
Course Module: Accounts Receivable
Geton Course . Courseware
Waiting List  Coae  Course Title Link
= ARIP Accounts Receivable Invoice Processing
Deposits
I ilable th : h AASIS i
8-32
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AASIS Modules, Courseware and Tutorials for each individual class offered
can be downloaded for class and independent usage.

Training Guidelines and a Suggested Training List is also available to help guild
you through to find training that’s just right for you and your role in AASIS.

All courses and labs available through AASIS are provided. A Waiting List is
also available for classes not currently scheduled.

Note: If a course of interest does not contain a checkbox for the AASIS Waiting
List, the course is Under Development or provides a link to access material
download.
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Training

n 'A Arkansas Department of Finance & Administration
AASIS Support Center (ASC)

e e o] | [ e Eeaaar e e eaey]

ASC Search -
= AASIS Training Calendar
PBASBB:

+ = Expandabla Manus Performance Budgeting and Administrative System- Biennial Budgeting
ASC Home Description Link
+ Overview PBASBB Course Registration - May, 2006 [l
+ Communications
+ESS May,
+FAQs (click on course code to view/print courseware)
+ Training Course Course Title and

Goneral Training Date iy o Location Register

Info

Classroom 8:30am-

Directions e 4:30pm

Reference Manuals e Union

Courseware o HR: Personnel Bidg. G

Calendars May Administration

1M1&12 22137002 Em Cancel Registration
:lsjec;‘r:‘: 2006 oth Floor
serul U Room 975

+ Functional
+ Agencies i;gﬁ""
+PBAS Tues & e
+Web Site nien

=
map Cancel Registration

9th Floor
=3 9

HR: Agency Payroll

ERZEEAL 22137003

-

Calendar & Enrollment allows you to |
view AASIS upcoming classes.
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